Create/Build, Format, and Confirm a Payment
Batch

Scope

This procedure covers how to build, format, and confirm a payment batch
manually in SFA FMS. Thisis the standard Oracle procedure to pay out
invoices created in Accounts Payable (AP).

Use this procedure to pay out invoices created in AP. The Payment Batch
will be sent and paid out in Treasury.

This procedure will be used primarily by Direct Loan Servicing (DLS)
personnel to pay manual refunds. However, other personnel may use this
procedure to pay out invoicesin SFA FMS. While the example detailed in
this procedure relates to DL S, the procedure steps are standard for paying
an invoice.

System References

N/A

Policy

N/A

Responsibility

SFA (Program) Payables SuperUser
Distribution

N/A

Owner ship

N/A
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Activity Preface

This activity is performed whenever you need to create, format, and
confirm a payment batch.

Building, formatting, and confirming a payment batch will pay out all the
approved invoicesin AP.

This procedure detail s how to process payment batches manually into
FMS.

This procedure has three steps:

Step 1 details how to create/build a payment batch.
Step 2 details how to format a payment batch.
Step 3 details how to confirm a payment batch.

When processing a payment batch for Treasury, you will usually perform
all three steps at the same time.

This procedure uses Direct Loan Servicing (DLS) as an example, since
DL S must manually create and pay invoices to issue RO, EDS, and LC
refunds. However, the procedure is a standard procedure for processing a
payment batch in SFA FMS.

Create/Build a Payment Batch-SFA (Program)
Payables Super User
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Eg,% Reszponsibilities

Find|SFa % |

Responsibility B
SFACFO LS AP Setup

SFACFO LS Payables Inguiry
SFA CFOQ LS Payables Superl)ser
SFA CFOQ System Administrator
SFA LS Federal Administratar
SFA LS Invoice Manager

SFALS Invoice User

SFALS Payment Manager

Find | Ok I Cancell

1. Sdlect the SFA DLS Payment Manager (or other program specific)
responsibility and Click on the OK button. The Navigator window

appears.

:%Navigatm - 5FA LS Payment Manager
Action Edit Grery Go EFolder  Special Help

Functions

Payments:Entry:Payment Batches

Maintain Payment Batches

- Payments
Payment Batches
Payments

+ Inquiry
Invalid GL Accounts

+ Invoices Inquiry
+ Other

Add Hemove

Close Other Forms

2. From the Navigator window, Double Click on Payments, Entry,
Payment Batches. The Payment Batches window appears.
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::-:.v.—._;-.-m Batches (LS _00)
aftion Edil Quers 0 Folder  Spacal  Helop
Q AP PAYMENT BATCH HEADER
Batch Mame FPayrnent Date Sialus Pay Group Barbk Arrowrd Ly
;g[uﬁmﬁ i 0T |[Usstared L% L0 Pay Grosp |[LS Madn Diskursame E
{
=1 E
a7 il
Actiena... 1 Copy To. 1 | | Haymanis I

3. Inthe Payment Batches window, Enter the Batch Name. Use the
Batch Name nomenclature to create a unique batch name: ME
(manual entry)/one-digit Fiscal Year/three-digit Sequential Number
(e.g., ME2001)

FYI: If you are entering severa Payment Batch Headers, you may want to
guery existing Batch Names to ensure that you are entering the latest
sequential number. To query existing Payment Batch Headers, Select
Query-> Run from the Menu Bar. Enter ‘%ME%’ and then Select
Query—->Run. Thiswill display all the Invoice Batch Headers created
with the identified nomenclature.

4. Enter the following information:

Pay Group — LS LO Pay Group (for Students) or LS LC Pay
Group (for Lenders). Select from the LOV icon.

Document—LS LO_DOC (for Students) or LS LC _DOC (for
Lenders). Select from the LOV icon.

FYI: You may have to use the horizontal scroll bar to scroll owver to the
fields.

FYI1: After you select the Document value, a small window appears
telling you that the Document is being reserved. At this point, you cannot
create another payment batch until this one has been Confirmed or
Canceled. If you try to create another payment batch when the Document
value is reserved with another payment batch that is being built or
formatted, you will receive an error message. Y ou must wait until the
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reserved payment batch is confirmed or canceled. Click on the OK button

when you receive this Note message.

5. Click onthe Actions... 1 button. The Payment Batch Actions

window appears.

Eg’,% Payment Batch Actions

Action Edit Clugry Go  Folder Epecial Help

I¥ Build Payments
Program Build Payments Program

I hladify Fayment Batch:.

[ Print Preliminary Register Printer I

I Print ARMAP Preliminary MNetting Re

Frirter ]

I Run ARFAP Final Metting Report

[~ Format Payments rograrm

B int Mo Printer |

I Confitm Eayment Sateh,.
I Greate Fositive: Fay. File..

I Eririt: Fitall Register

Printer

[ Brint Bermittance Advice
Program

I EGancel Bayment Batch

Cancel 0K

6. Confirm that the Select Invoices and Build Payments checkboxes are
checked. Click on the OK button. The Payment Batches window

returns.

7. From the Payment Batches window, Select Help, View My Requests
from the Menu List. The Find Requests window appears.
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E%Find Requests | (O] x|
Action  Edit Guery Go Folder Special Help

£ Wy Completed Requests
" My Requests In Progress

— Bpecific Requests

Reguest ID

Marme
Date Submitted
Date Completed

Status v
Phase v
Reguestor |

¥ Include Request Set Stages in Query
Order By |Request 1D |-|

Submit a New Request... Clear | Find I

8. Click on the Find button in the Find Requests window. The Requests
window appears.

Athon  Edil Quer 0 e Gpadal Heip
Bafesh Mata | Fimil Fegueses Submil a Hew Ragaes,..
Request IO Parent
Hame Pl = LT Paramaters
= {90254 Bulkd Paymnets Complated  Marmal F_IFSER_ID="1230%, P_LOGIN_E-="
192253  Chedk for Economically B Completed  Hormal MAEBODF
122252 AwreSetect Cairplatel  Horital P_PFAYMENT_BATCH=-"ME1BET", P_
_1!!1&9 Confirm Payment Basch Campleled Marmsal NAE 8004, FA-SEPOA,. 12350, 50
152105 Payailes sopreval Camplated  Maoriral L R i N |
191579 Inveice Rogisien Campleled Marmal RORCTHSSEPIOOS 2000, , ., . H, M,
[[191960  SFA Trasswry Check HCR [T R e £ rn0, stadi app apnldau 103
(=578 SFA Pracos Treasuny Ch Complated  Mormal WCR, SFALS Paymant Manager, &
[[11s7m  sFa Trowswry Check HCH Completed  Hormeal MERD0Y
o [|1#i572  SFA Traasury Check NCR R BT = - 2001, AsEacl gl 2 103
Hitil st | Wigw Dataila., | Winswr Crumgia |
e | I e i i | Wi L., |

9. Click on the Refresh Data button until the Phase is * Completed’ and
the Status is ‘Normal” for the Request you just submitted.

10. Close out of the Requests window to return to the Payment Batches
window.
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11. Highlight and Copy the Batch Name (Use Ctrl + C to Copy the Batch
Name).

12. Sdlect Query, Enter from the Menu Bar to clear the Payment Batches
window and Paste (Ctrl + V) the Batch Name in the Batch Name
Field.

13. Sdlect Query, Run from the Menu Bar. The information related to
the Batch Name appears.

14. Confirm that the Status of the payment batch is Built.

E-l".l'.'._.lr!.'!ru Balches (L5_00)

Aflion Edil- Quen @0 Folger  gpadal Help
| AP PAYMENT BATCH HEADER
Babch Mame Paymen Date  Sialus Pay Grup Bark Aot o
;qpmnﬂ 78 SEF2001  |[Baiit LS LO Pay Grosmp |[LS Main Mlummng
I il
I |
I n
| E
=
b | e | il
Actiena... 1 Copy To. 1 | | Paymants I

15. Click on the Payments button to open the Modify Payment Batch
window and review the invoices being paid.

FYI1: At thispoint, the SFA LS Payments Manager can decide to pay or
not pay a particular invoice. To not pay an invoice, click on the Pay field
you do not want to pay and Select ‘NO.” ‘Yes isthe default value.
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2% Mndity Pagment Batek [0LE_IDU | - METBBT. Jack Do

Belicr Edil Query G0 coide Spacal  Halp
Supplise plack Dne Sie L5 LO_REFUHD
Pay [fes = Mon-Fayment Raason
Bt 0.0 Remi-to A oo
— Sl erind Eumic ¥
P #ni Armsienl
Insaice e
MNumbgt Fay Amon Magimum Fropoes
;ﬁmssmimlm = BT T 50000

Due Cedp 37-SER 00
Amouni ¥Withheld

Amoup Cue 50000
Imtanast Amaunt

Brrund e Drviniiew | Dome i

16. Click on the Done button in the Modify Payment Batch window when

you are done reviewing the invoices for payment. The Payment
Batches window returns.

Format a Payment Batch-SFA (Program) Payables
Super User

17. From the Payment Batches window, Click on the Actions... 1 button.
The Payment Batch Actions window appears.
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Eg,% Payment Batch Actions [ x|
Action: EBdit Querny Go  Folder Special Help

[ Select Invnices
[ Euild Baymetits
Frogram |
[ ndify, Eayment Bateh
I Print Preliminary Register Printer | |
I Print AR/AP Preliminary Metting Re
Printer | |

I Run ARYAP Final Metting Report

[# Format Payrents Jragram  SFA Treasury Vendor Chec
I Print Mo Printer | |
[ Earifitm Bayment Bateh,

[ Ereate Eositive Bay File.

[ Eritit Firal Eegister

Frinter

[ Bt Bermittance Advice
Frogram

[ Eancel Fayment Bateh

Cancel | ‘ 0K

18. Confirm that the Format Payments checkbox is checked and Click on
the OK button. The Payment Batches window returns.

19. Repeat Steps 7 -13 to confirm that the Status changes to Formatted.

ER Poymant Batches (L5 040
achion  Edl Quar 90 Folgar  Gpadal Halp
;l AP PAYMERT BATCH HEADER

Batch Mamga Fayrmen Data Blabus Fay Gioup Beard Arpowd (E
;tham P ocT 20 |[Formatied LS L0 Pay Grosp |[LS Main Diskurseme LS
I
I

]
5

Actigng,.. 1 Copy T, 1 | | Foymienrs I

20. From the Payment Batches window, Scroll over to the Invoice Count
Column using the horizontal scroll bar.
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EI':rJrrﬂnl Balches (L5001

achion  Edn Guery 90 Folgar  Spadal Halp

Tranafar Pranty Transecion Code  Paymend Total rwalce Counl magatiable Pay
;l - 1000 2 2
= |
4 r— |
Acions., 1 Copy T, 1 | | iy |

21. Subtract the number in the Invoice Count column by One and write

the difference down in a place you will not forget it. (e.g., for the

example above, the equation would be: 2 -1 =1. You would wite
down the number 1).

Confirm a Payment Batch-SFA (Program) Payables
Super User

22. From the Payment Batches window, Click on the Actions... 1 button.
The Payment Batch Action window appears.
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E%Payment Batch Actions
Action Edit Query Go  Folder Special Help
[ Belect nyvsices
[ Buildl Fayments
Praogram

[ iadify Eayment Batech.

[ Eritt Erelimitiary: Begister: Printer I |
[ Erint ARfAE Brelitminary Metting Be

Printer I |
I Bun ARTAR Final Wetting Report
I Format Bayments Srogram |
0 Erint Mo Frinter ] |

I¥ Canfirm Payment Batch...
[ Ereate Ensitive Fay File.

I Print Final Register

Printer

I Brint Bermittance Advice
Program

[ Cancel Fayment Bateh

Cancel ‘ ‘ 0K

23. Confirm that the Confirm Payment Batch checkbox is checked and
Click on the OK button. The Caution window appears.

Egﬁ Caution
APP-10330: Confirm 1 payment
hatchies)?

Cancel | [ 0K |

24. From the Caution window, Click on the OK button. The Confirm
Payment Batch window appears.
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[E Confirm Payment Batch (DLS_0U) [_[O]

Action Edit Query Go Folder Special Help

— Payment Documents

-

4@|Printed 92000002 92000003]

Batch Mame:  mE?004

Status Frarn Ta

Bestart Batch... Cancel Remainder I Confirm |

25.

26.

27.

28.

29.

From the Status field, Select Printed from the LOV icon.

In the To field, Enter the number in the From field plus the number
which you wrote down in Step 19. (e.g., in the example above, you
would add: 92000002 + 1 = 92000003. 92000002 represents the
number from the From field. 1 represents the number from Step 19.
92000003 represents the sum amount you would enter in the To
field).

Click on the Confirm button. The Payment Batches window returns.

Repesat steps 7-13 to verify that the payment batch statusis
Confirmed.

Close out of al windows to return to the Navigator window.

End of activity.
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@

Create/Build a

Payment Batch-

SFA (Program)
Payables
SuperUser

Select SFA DLS
Payment Mgr (or
other program-
specific)
responsibility &

Click on OK button.
Navigator window
appears. (1)

From Navigator
window, Double Click
on Payments, Entry,
Payment Batches.
Payment Batches
window appears. (2)
In Payment Batches
window, Enter Batch
Name. Use Batch Name
nomenclature to
create a unique
batch name: ME
(manual entry)/one-
digit Fiscal Year/
three-digit

Sequential Number
(e.g., ME2001) (3)
Enter following

info: (4)

Click on Actions... 1
button. Payment
Batch Actions window
appears. (5)

Confirm that Select
Invoices & Build
Payments checkboxes
checked. Click on OK
button. Payment
Batches window
returns. (6)

From Payment Batches
window, Select Help,
View My Requests
from Menu List. Find
Requests window
appears. (7)

Click on Find button
in Find Requests
window. Requests
window appears. (8)
Click on Refresh
Data button until
Phase is ‘Completed’
& Status is ‘Normal’
for Request you just
submitted. (9)

Close out of
Requests window to
return to Payment
Batches window. (10)
Highlight & Copy
Batch Name (Use Ctrl
+ C to Copy Batch
Name). (11)

[

—

Create/Build a

Payment Batch-

SFA (Program)
Payables
SuperUser

—

— Select Query, Enter
from Menu Bar to
clear Payment
Batches window &
Paste (Ctrl + V)
Batch Name in Batch
Name Field. (12)

— Select Query, Run
from Menu Bar. info
related to Batch
Name appears. (13)

— Confirm that Status
of payment batch is
Built. (14)

— Click on Payments
button to open
Modify Payment Batch
window & review
invoices being paid.
(15)

— Click on Done button
in Modify Payment
Batch window when
you done reviewing
invoices for
payment. Payment
Batches window
returns. (16)

Format a Payment
Batch-SFA
(Program)
Payables
SuperUser

— Subtract number in
Invoice Count column
by One & write
difference down in a
place you will not
forget it. (e.g.,
for example above,
equation would be: 2
—1=1. You would
write down number
1). (21)

Format a Payment
Batch-SFA
(Program)
Payables
SuperUser

— From Payment Batches
window, Click on
Actions... 1 button.
Payment Batch
Actions window
appears. (17)

— Confirm that Format
Payments checkbox is
checked & Click on
OK button. Payment
Batches window
returns. (18)

— Repeat Steps 7 -13
to confirm that
Status changes to
Formatted. (19)

— From Payment Batches
window, Scroll over
to Invoice Count
Column using
horizontal scroll
bar. (20)

I

Confirm a
Payment Batch-
SFA (Program)

Payables

SuperUser

— From Payment Batches
window, Click on
Actions... 1 button.
Payment Batch Action
window appears. (22)

— Confirm that Confirm
Payment Batch
checkbox is checked
& Click on OK
button. Caution
window appears. (23)

— From Caution window,
Click on OK button.
Confirm Payment
Batch window
appears. (24)

— From Status field,
Select Printed from
LOV icon. (25)

— In To field, Enter
number in From field
plus number which
you wrote down in
Step 19. (e.g., in
example above, you
would add: 92000002
+ 1 = 92000003.
92000002 represents
number from From
field. 1 represents
number from Step 19.
92000003 represents
sum amount you would
enter in To field).

(26)

— Click on Confirm
button. Payment
Batches window
returns. (27)

— Repeat steps 7-13 to
verify that payment
batch status is
Confirmed. (28)

>
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&

Confirm a
Payment Batch-
SFA (Program)

Payables

SuperUser

— Close out of all
windows to return to
Navigator window.
(29)

@
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